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1. PoLtey , , - 
a. It is the policy of the CIG to Limit the travel of employees to a Ae 
minimum consistent with operatdng ‘SOguaanients, ALL travel me ve 
: authorized in writing in advance, and such suthodt zation wilt be 
made only after it has been determined by a puaseriy see canean official 
that the travel is officially necessary. Authorization will. be given 
for specific trips only, and blanket travel orders will not be issued — 
unless approved by the chief, Personnel and Administration Branch. 

b. <All travel by employees pede from vouchered funds must be authorized 
and performed in sect dence auth the provisions of Standardized 
Government Travel Regulations and/or applicable current statutes. 

an AUTHORIZATION | 

a. When it is determined thabeare is necessary for a vouchered civilian 
employee to perform official domestic free a travel request on 
Form 34-5 will be approved by the office or branch chief and forwarded 
to the Chief, Fiscal Section. The Chief, Fiscal Section will avprove 
and forward Form 34-5 to the Travel Unit, Fiscal Section for issuance 


of the necessary travel orders. 


{oO 


After the travel order is prepared and funds to cover the cost of 
travel have been obligated, the original will be forwarded to the 
traveler or may be picked up by the traveler from the Travel Unit, 


i 


Fiscal Section. 
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Cc. To amend a previously issued travel order, & new request should be 


submitted in accordance with the procedufe outlined above. If ap- 
3 
proved, the amended order will be issued!and distributed in the same 


manner as’ the original, 
Ss. | i 
Requests for travel should be initiated sufficiently in advance of 


12 


the commencement of travel so that the Chief, Fiscal Section will 
. | | . otic. “s 
have the request in his possession at least 48 hours prior to the 


time the travel is to begin. | 
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: “3. RENBURSENENT FOR ‘teaver, exPENSES 

| a. After the completion of a trin, or at the end of each month, the 

| traveler will submit his account bor travel reimbursement expenses 

on Standard Form 1012, "Public Vgucher for Reimbursement of Travel 
and Other Expenses including Per /Diem", This form will be approved 
Bd administratively by the Branch Clef or his designee and forwarded 


in quadruplicate to the Fiscal Section for audit, certification and 
i 


{ 
b. An administrative audit of Form 1012 will be performed by the Piscal 


payment. 


Section to determine if the travel, was performed as authorized in 
accordance with Standardized Government Travel liggulations and perti- 

nent travel order. Any suspensions (deductions) from the amount 
claimed will be reported to the traveler on an "Administrative Audit 
Difference Statement! together with an explanation, where applicable, 
of the information necessary to Support a reclaim of the amount previ- 
ously suspended. 

h. TRAVEL SEavICES 

a. It is the responsibility of each traveler to prepare his travel 

voucher in proper form. » However, upon request, the Travel Unit, 

Fiscal Section will extend advice and assistance in connection with 

the preparation of vouchers. The Travel Unit of the Fiscal Section: 

. will also, when requested, render special services for military and 

naval personnel by making a pre-audit and examination of travel 

| vouchers for accuracy and compliance, with regulations prior to their 

submission to the War or Navy Dis bursing Officer for payment. 

: ae GENERAL INFORMATION FOR THE TRAVELER 


eS eAE en ei Rm 


a. Examine Orders 
The traveler should examine his travel order to determine that it 
specifies all requirements snctuding the mode of Cronehareea a to 
. | be ‘used, the period to be covered, and the places to be visited. — If 


the order does not provide adequate cpversee, an amendment should be 


‘requested through Beery caanncls prior to the time travel is begun. 
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Maintain Records 


The traveler should maintain accurate records of timo of departure 


_ from and arrival at different points, and a record of official ox- 


penditures as well as copies of official telegrams and paid receipts 
for official expenses when nece sary. It is essential that the 
traveler have this information to enable him to prepare a correct 


reimbursement voucher. 


See cee <a 


Purchase of Tickets 
It is the res sponsible tye of the nee to ascertain in all cas 


whether or not through Picket, excursion tickets or reduced rate 


round trip tickets can be secured. The fact that the existence. of 


Pau RmitAN 


such rates may not have been known to the traveler does not relieve 
him of responsibility of obtaining the, Wowse rates, J+ is essential 
that Hiemarsiee purchase a ticket that will adequately cover the 
eriod of his travel without incurring any unnecessary expense. When 
traveling by common carrier, severiene, Transportation Requests which 
will be furnished by the Travel Unit, Fiscal Section must be used. 
Return Unused Tickets ; 
Unused portions of tickets should be submitted attached to the travel 
] 


j 
reimbursement account, Standard Form TOl2. 


| 
Per Diem | 
{ 


The calendar day will be the unit used in computing the per diem 
allowance, for continuous travel of nore than twenty-four nours. For 
fractional parts of a day at the conmencement or ending of such con 
tinuous travel, one-fourth of the rate for a calendar day will be 
allowed for each period of Six hours or fraction thereof. No per 
diem will be allowed when the departure from official station « is 
after 8:00 a.m. and the return on’ the same day is prior to 6:00 p.m., 
or for any absence not exeseding three hours. For the first 60. days: 
of continuous domicile ata temporary ndat of aire the Ui 345.8 
per diem allowance not to exeéed pO. 00 nay be authorized within the 
continental U. S. When the period of continuous domicile extends 


Beyond 60 days, eis rate of allowance shall be reduced to not to ex- 


ceed ‘bh 00 per day, which will contin in effect until midnight of 


i 
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the date of ene from that point. <Any absence of 10 days or 
less from such temporary post of duty shall not be regarded as af- 
footing the continuity of domicile at that point, The effect of 
sick and/or annual Leave upon the continuity of the traveler's 
domicile at temporary post of auty shall be administratively deter- 
mined in cach case based upon the circumstances surrounding the leave, 
and final authority for such determination shall rest with tho bonded 
Certifying Officer who approves the account for paynent. 
£. Leave While in Travel Status | 
| : If leave of absence of any kind begins or terminates within the 
traveler's pres eribed hours of duty, per diem allowance will terminate 
) or begin at tne same time. If the Lea nve of absence docs not begin 
or terminate within the traveler's preseribed hours of duty, the 
traveler will be regarded as being in subsistence status until mid- 


night of the last day on which actual service is rendered preceding 


service is resumed. Fractional leave of absence wholly within a day, 


| 

rt 

| ! the leave of absence and from 12:01 aem. of the day on which actual 

? . 

where for half of the prescribed working hours or less, will be dis— 


regarded for subsistence purposes. Where it exceeds half of the 
prescribed working hours, no subs istenes will be allowed. 


ge Advance | of Funds 


Advance of official funds to cover the expenses of a vouchcred em- 
ployee while in a travel status, can be made only if the employee 
executes a Bond of Indemnity. The cost of the premium in securing 


such a bond ($5, 00) must be borne pers sonally by the employee. 
6. FOREIGN TRAVEL | 


ae Per diem rates will be paid travelers abroad in accordance with the . 
hoe : . 
rates prescribed in Budget Circular A-7, jsubject to a deduction of 


15% for each meal and/or lodging purchased by the traveler frem the — 


! 
oe \ military or from another branch of the abvernont drawing rations — 
? 


| 
. a: \from the military or to a deduction of 20 for each meal and/o 
j Soaeing fu furnished to him by the govenanant without cha Aree. 
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2 b. Since ono day is. lost on a westward crossing of the International 


Date Line, por diem for one day will be deducted from all travel 


accounts when such travel is involved, | 
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_ GENTRAL INTELLIGENCE GROUP 


CIG ADMINISTRATIVE oRD ny | \ 


It is the policy of the CIG to limit the travel of employees to a 
minimum consistent with operating requirements. All travel must be 
authorized in writing in advance, and such authorizations will be 
made only after it has been determined by a properly designated 
official that the travel is officially necessary. Authorization 
will be given for specific trips only, and blanket travel orders 
will not be issued unless approved by the Chief, Personnel and 
Administration Branch, 


All travel by employees paid from vouchered funds must be authorized 
and performed in accordance with the provisions of Standardized 
Government Travel Regulations and/or applicable current statutes. 


AUTHORIZATION 


When it is determined that it is necessary for a vouchered civilian 
employee to perform official domestic travel, a travel request on 
Form 34-5 will be approved by the office or branch chief and forwarded 
to the Chief, Fiscal Section. The Chief, Fiscal Section will approve 
and forward Form 34-5 to the Travel Unit, Fiscal Section for issuance 
of the necessary travel orders. 


After the travel order is prepared and funds to cover the cost of 
travel have been obligated, the original will be forwarded to the 
traveler or may be picked up by the traveler from the Travel Unit, 
Fiscal Section, 


To amend a previously issued travel order, a new request should be 
submitted in accordance with the procedure outlined above. If 
approved, the amended order will be issued and distributed in the 
Same manner as the original. 


Requests for travel should be initiated sufficiently in advance of 
the oommencement of travel so that the Chief, Fiscal Section.will 
have the request in his possession at least 48 hours prior to the 
time the travel is to begin. | 
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_ "3. REIMBURSEMENT FOR TRAVEL EXPENSES 
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a. After the completion of a trip, or at the end of each month, the 
traveler will submit his account for travel reimbursement expenses 
on Standard Form 1012, "Public Voucher for Reimbursement of Travel 
and Other Expenses including Per Diem", This form will be approved 
administratively by the Branch Chief or his designee and forwarded 
in quadruplicate to the Fisoal Section for audit, certification and 
payment. 


be An administrative audit of Form 1012 will. be performed by the Fiscal 
Section to determine if the travel was performed as authorized in 
accordance with Standardized Government Travel Regulations and 
pertinent travel order. Any suspensions (deductions) from the 
amount olaimed will be reported to the traveler on an "Administrative 
Audit Difference Statement" together with an explanation, where 
applicable, of the information necessary to support a reclaim of tho 
amount previously suspended. 


4. TRAVEL SERVICES 


a. It is the responsibility of each traveler to prepare his travel 
voucher in proper forme However, upon request, the Travel Unit, 
Fiscal Section will extend advice and assistance in connection 
with the preparation of vouchers. The Travel Unit of the Fiscal 
Section will also, when requested, render special services for 
military and naval personnel by making a pre-audit and examination 
of travel vouchers for accuracy and compliance with revulations 
prior to their submission to the War or Navy Disbursing Officer 
for payment. 


Se GENERAL INFORMATION FOR THE TRAVELER 
SE Ate Chee nes 


& Examine Orders 
a RP mE EE EE 


The traveler should examine his travel order to determine that it 
specifies all requirements including the mode of transportation 

to be used, the period to be covered, and the places to be visitede 
If the order does not provide adequate coverage, an:amendment should 
be requested through proper channels prior to the time travel is 
begune. 


be Maintain Records 
ED 


The traveler should maintain accurate records of time of departure 
from and arrival at different points, and a record of official © 
expenditures as well as copies of official telegrams and paid 
receipts for official expenses when necessary. It is essential] 
that the traveler have this information to enable him to. prepare. 
@ correct reimbursement voucher, 
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Purchase of Tickets 


It is the responsibility of the traveler to ascertain in all cases 
whether or not through tickets, excursion tickets or reduced rate 
round trip tickets can be secured. The fact that the existence of 
such rates may not have been known to the traveler does not relieve 
him of responsibility of obtaining the lowest rates. It is essential 
that the traveler purchase a ticket that will udequately cover the 
period of his travel without inourring any unnecessary expense. When 
traveling by common carrier, Government Transportation Requests which 
will be furnished by the Travel Unit, Fiscal Section mst be used. 


Return Unused Tickets. 


Unused portions of tickets should be submitted attached to the travel 
reimbursement account, Standard Form 1012 


Per Diem . 


‘The calendar day will be the unit used in computing the per diem 


allowance for continuous travel of more than twenty-four hours. For 
fractional parts of a dsyat the commencement or ending of such 
continuous travel, one-fourth of the rate for a calendar day will be 
allowed for each period of six hours or fraction thereof. No per 
diem will be allowed when the devarture from official station is 
after 8:00 a.m. and the return on the same day is prior to 6:00 p.eme, 
or for any absence not exceeding three hours. For the first 60 days 
uf continuous domicile at a temporary post of duty in the U. S., a 
per diem allowance not to exceed $6.00 may be authorized within the 
continental U. S. When the period of continuous domicile extends 
beyond 60 days, the rate of allowance shall be reduced to' not to 
exceed $4.00 per day, which will continue in effect until midnight 
of the date of departure from that point. Any absence of 10 days 

or less from such temporary post of duty shall not be regarded as 
affecting the continuity of domicile at that point. The effect of 
sick and/or annual leave upon the continuity of the traveler's 
domicile at temporary post of duty shall be administratively 
determined in each case based upon the circumstances surrounding 
the leave, and final authority for such determination shall rest 
with the bonded Certifying Officer who approves the account for 
payment. -_ — 
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f. Leave While in Travel Status 
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If leave of absence of any kind begins or terminates within the 
traveler's presoribed hours of duty, per diem allowance will 
terminate or begin at the same time. If the leave of absence does 
not begin or terminate within the traveler's prescribed hours of 
duty, the traveler will be regarded as being in subsistence status 
until midnight of the las¥ day on which actual service is rendered 
preceding the leave of absence and from 12:61 a. m. of the day on 
which actual service is resumed. Fractional leave of absence 
Wholly within a day, where for half of the prescribed working hours 
or less, will be disregarded for subsistence purposes. Where it 
exceeds half of the prescribed working hours, no subsistence will 
be allowede 


Ge Adwance of Funds 
ey pee 


Advance of official funds to cover the expenses of a vouchered 
employee while in ea travel status, can be made only if the 
employee executes a Bond of Indemnitye The cost of the premium 
in securing such a bond ($5.00) must be borne Personally by the 
employee, 


6. FOREIGN TRAVEL 
heen 


a. Per diem rates will be paid travelers abroad in accordance with the 
rates prescribed in Budget Circular A-7, subject to a deduction of 
15% for each meal and/or lodging purchased by the traveler from the 
military or from another branch o © Government drawing rations 
from the military or to a deduction of 20% for each meal and/or lodg- 
ing furnished to him by the government without charge. 
_ rn without charge. 


b. Since one day is lost on a westward crossing of the International. 


Date Line, per diem for one day will be deducted from all travel 
accounts when such travel is involved, 
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_«& 
me 25 November 1946 
MEMORANDUM MOR TIM! EXNCUTIV. POR PuRSONIEL AND ADMINISTRATION 
oe | Subjects Proposed Administrative Order on Travel: Allow- 
25X1A ances and Anmerdment to CIG Administrative Order) 
= Inelosure: a. Proposed Amendment to CIG Administrative 
25X1A | Srder| | 
De Proposed CIG Administrative Crder Concern- 
Ing Travel Allowances and Per Diem payable from 
Unvouchered Irunds 
| 25X14 | 1, Attached is a proposed amendment to CIG Administrative 


Order [J entitled "Travel Instructions for Civilian fmploy- 
ees", Pararraph 6 a has been expanded to include the full pro- 
visions of paragraph 45 of the Standardized Government Travel 

25X1A Regulations. In addition, a further paras h has been added, 
; Stating that CIG Administrative Order ede apply only 
where the travel allowances and ner diem are payable from 
vouchered funds. 


+ 


@. “mclosed is a proposed CIG Administrative Order con- 


25X1A : cerning travel allowances and per diem, and is applicable only 
| ‘ where such allowances and per diem are properly payable from 
25X1A . unvouchered funds, Paragraph II is substantially the same as - 


_paragraph 6 a of the proposed amendment to CIC Administrative 
Order ae Paragraph ITI deals with the travel allowances 
ipayabl prospective employees who are directed to report 
to Washington for assessment. Paragraph IV is concerned with 
the payment of per diem for personnel who are directed to 
report to Washington for temporary duty to effect necessary 
training prior to departure for an overseas station. Para- 
graph IV is consistent with the provisions of CIG Administra- 


tive Order] 


3, The attached Orders appear to be in accordance with 
your views. ‘The Assistant Director for Special Operations and 
the Chief, Special Funds, have approved the provisions of the 
proposed Order applicable to unvouchered funds. This office 
is of the opinion that the proposed Order and amendment are 
necessary and are now in order j j 
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| | a TAWRENCE Ff, HOUSTON 
, : General Counsel 
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ADU EMOSDD VEO Ogle ice ADMINS TRACT Vt ofprn[ | 
PRAVEL INSTRUCTIONS FOR CLVITILAN “MPLOYEMS © 


thereot there shall 


a Bureau of the Pudset Clrcular/A-7, rovisoed, dated 5 Fe. o 
September 1946, contains amendments t6 Standardized Governmont | 4, 
Travel Rogulations.  Pararraph 45 of/these Reeulations, set . : ae 
Vorth in Budget Cireular A+, provifles in part that, "Por ae 
travel on official business outsive the continental limits of i 
the Unlted States, a per diem alYowance not to exceed 37.00, Se 
in lleu of subsistence expenses may be allowed (except durinS 
the flscal year 1947 tho maxtinjim por diem allowance shall be 
the amoint preserlbed in Appefdix 1 of this Ropulation).: The 
per diem allowances provided /horein represent the maximnun al- 
lownble, not the minimum." t.is the responsibility-of the % 
officials authorized to issue travel orders end authorize a 
per dien allowance to see/Ashat tho travel orders authorize 
only such per dhen allowghnce not in excess of the maximim as 
are justified by/the ciyounstances Surrounding the travel. 
Therefore, in accordande with paragraph 45, "Gare should be 
oxercised to prevent ¥ho fixing of a per diem allowanco in 
ed to meat the necessary authorized 
expenses." The por Aliom allowance deseribed in Appendix 1 
of paragraph 45, wh/ich Appendix is attached to Bureau of the 
Budget Oireulear Aw/7, may be authorized by the persons to whom 25X1A 
authority to issyé travel orders has been rranted. Such 
persons include Ahiefs of Missions, Bxecutive for Personnel 
and Admini stratfon, Ghief, Winanee Division, and Chier, 
Fiscal Sectiom 


Paragraph G a is deleted and in lieu 
be the follows: 


6. FOREIGN TRAVEL 


e 


— 


25X1A 


There As added to CIG Administrative Order | |e 
paragraph Which shall read as follows: 
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This Ordor and amendments thoreto shall 


travol allowancos and per diem are payable 
avallablo to GIN, 


fpply only where 
from: vouchered funds 


‘ 


POR TIlE DIRECT OF CMYARAL INVELLIGRNGT 


ay ’ 
Ixecutive for Personnel 
and Administration 


EM amen rm meiner: sqnteirapeniye 


Approved For Release 2003/03/10 : CIA-RDP81-00728R000100050027-0 


RESTRICTED: S a 
Approved For Release 2003/03/10 : CIA-RDP81 -00728R000 100888 2A. _. rewicns 


3} Octobor ghd « 


CENTRAL INTRLLIGSNCE GROUP 


C.L.G. ADUINTSTRATIVE 0 a 251A 


DAVEL INSTRUCTIONS FOR_C. FOR CIVILIAN & PLOY SES 


1. POLICY 

a. It is the policy of the CIG to limit the travel of employees to a 
md niin consistent with operating requirements. All travel must be 
authorized in writing in advance, and such authorizations will be 
made only after it has been determined by a properly designated official 
that the travel is officially necessary. Authorization will be given 
for specific trips only, and blanket travel orders will not be issued 
unless approved by the Chief, Personnel and Adminis ere Branch. 

b. All travel by employees paid from vouchered funds must be authorized 
and performed in accordance with the provisions of Standardized 
Government Travel Regulations and/or applicable current statutes, 

rae AUTHORIZ \TION | 

a. When it is determined that it is necessary for a vouchered civilian 
employee to perform official domestic travel, a travel request on 
Form 3li-5 will be approved by the office or branch chief and forwarded 
to the Chief, Fiscal Section. The Chief, Fiscal Section will approve 
and forward Form 3-5 to the Travel Unit, Fiscal Sab eian for issuance 


of the necessary travel orders. 


to 


after the travel order is prepared and funds to cover the cost of 
travel have been obligated, the original will be forwarded to the 

2 | traveler or may be picked up by the traveler from the Travel Unit, 

| Fiscal Section. 

2 a Cc. To amend a previously issued travel order, a new request should be 

| submitted in accordance with the procedure euyeined above. If ap~ 

_ proved, the amended order will be issued and distributed in the same 


manner as the original, 


da. Requests for travel should be initiated sufficiently in advance of 
the commencement, of travel so that the Chief, Fiscal Section will 
have the request in his possession at least 18 hours prior to the 


time the travel is to begin. 
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REIMBURSEMENT FOR TRAVEL EXPENSES: 


a. 


After the completion of a trin, or at the end of each month, the 
traveler will submit his account for travel reimbursement expenses 
on Standard Form 1012, "Public Voucher for Reimbursement of Travel 
and Other Expenses including Per Diem't, This form will be approved 
administratively by the Branch Chief’ or his designee and forwarded . 
in quadruplicate to the Fiscal Section for audit, certification and 
payment. 

An eamniwenaties ie of Form 1012 will be performed by the Fiscal 
Section to determine if the travel vas performed as authorized in 
gece with Standardized Government Travel Regulations and perti- 
nent travel order. Any suspensions (deductions ) from the amount 
claimed will be reported to the traveler on an "Administrative Audit 
Difference Statement" together with an explanation, where applicable, 
of the information necessary to sisore a reclaim of the amount previ- 


ously suspended. 


TRAVEL SERVICES 


a. It is the responsibility of each traveler to prepare his travel 


voucher in proper form. However, upon request, the Travel Unit, 
Fiscal Section will extend advice and assistance in sonnceeaan with 
the preparation of vouchers. The Travel Unit of the Fiscal Section 
will also, when requested, render special services for military and 
naval personnel by making a pre-audit and examination of travel 
vouchers for accuracy and compliance with regulations orton to their 


submission to the War or Navy Disbursing Officer for payment. 


5. GENERAL. INFORMATION FOR THE TRAVELER 


a. Examine Orders 


The traveler should examine his travel order to determine that it 


specifies all requirements including the mode of transportation to 


be used, the period to be covered, and the places to be visited. If 


the order does not provide adequate coverage, an amendment should be 


requested through proper channels prior to the time travel is begun. 
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b. Heintain Records 
The traveler should maintain accurate records of time of departure 
from and arrival at differcnt points, and a record of official ex- 
pendituros as well as copies of official telegrams and paid rocoipts 
for official expenses when necessary. It is essential that the 
traveler have this information to enable him to prepare a correct 
reimbursement voucher. 

c. Purchase of Tickets 
It is the responsibility of the traveler to ascertain in all cases 
whether or not through tickets, excursion tickets or reduced rate 
round trip tickets can be secured. The fact that the existence of 
such rates may not have been known to the traveler does not relieve 
him of responsibility of obtaining the lowest rates. It is essential 

that the traveler purchase a ticket that will adequately cover the 

period of his travel without incurring any unnecessary expense. When 

traveling by common carrier, Government Transportation Requests which 


will be furnished by the Travel Unit, Fiscal Section must be used. 


Fen 


Return Unused Tickets 


Unused portions of tickets should be submitted attached to the travel 
reimbursement account, Standard Form 1012. 
e. Per Diem 
The calendar day will be the unit used in computing the per diem 

allowance for continuous travel of more than twenty-four hours. For 
| fractional parts of a day at the commencement or ending of such con- 
tinuous travel, one-fourth of the rate for a calendar day will be 

! allowed for each period of six hours or fraction thereof. No per 

| diem will. be allowed when the departure from official station is 
to after 8:00 a.m. and the return on the same day is prior to 6:00 p.m., 
I or for any absence not exceeding three hours. For the first 60 days 
| of continuous domicile at a temporary post of duty in the U. Sey a 

! per diem allowance not to exceed $6.00 may be authorized within the 
continental U. 5. When the period of continuous domicile extends 
beyond 60 days, the rate of allowance shall be reduced to not to ex- 


ceed $y.00 per day, which will continue in effect until midnight of 
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the date of departure from that point. Any seeenes of 10 days or 
less from such temporary post of duty shall not be regarded as af~ 
fecting the continuity of domicile at that point. The effect of 
sick and/or annual leave upon the continuity of the traveler's 

. donicile at temporary post of duty shall be administratively deter- 


mined in cach caso based upon the cirewnstances surrounding the leave, 


and final authority for such dotermination shall rest with the bonded 
Certifying Officer who approves tho account for poutine 

f. Leave While in Travel Status. 
If leave of absence of any kind begins or terminates Hi the 
traveler's prescribed hours of duty, per diem allowance will terminate 
or begin at the same time. If the leave of absence does not begin 
or terminate within the traveler's prescribed hours of duty, the 
traveler will be regarded as being in subsistence status until mid- 
night of the last day on which actual service is rendered preceding 
the leave of absence and from 12:01 a.m. of the day on which actual 
sorvice is resumed. Fractional leave of absence wholly within a day, 
where for half of the prescribed working hours or less, will be dis- 


regarded for subsistence purposes. Where it exceeds half of the 


prescribed working hours, no subsistence will be allowed. 


g- Advance of Funds 


Advance of official funds to cover the expenses of © vouchered em- 
ployee while in a travel status, can be made only if the employ ce 
exccutes a Bond of Indemnity. The cost of the premium in securing 


such a bond ($5.00) must be borne personally by the employee. 
6. FOREIGN TRAVEL | | 


~ 
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a Per diem rates will be paid travelers abroad in accordance with the 


rates prescribed in Budget Circular A-7, subject to a deduction of 


15% for each meal and/or lodging purchased by the traveler from the 


military or from another branch of the Government drawing rations 


from the military or to a deduction of 20% for each meal and/or 


lodging furnished to him by the government without charge. 
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b. Since one day is lost on a westward crossing of the International 
Date Line, per diem for one day will be deducted from all travel 


accounts when such travel is involved, 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE 
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TMAVEL INSTRUCTIONS Jor CIVILIAN EMPLOY SES 


 coemnemneetateteenelteenediorenane mete 


Ls Ponto 
a. It is the policy of the CIG to limit the travel of employees to a 
minimum consistent with operating requirements. All travel must be 
authorized in writing in advance, and such authorizations will be 
made only after it has been determined by a srodeniy designated official 
that the travel is officially necessary. Authorization will) be given 
for specific trips only, and blanket travel orders will not be issued 
unless approved by the Chief, Personnel and Administration Branch. 
be All travel by employees paid from vouchered funds must be authorized 
and performed in accordance with the provisions of Standardized 
Government Travel Regulations and/or applicable current statutes. 
2. AUTHORIZATION 
ae When it is determined that it as necessary for a vouchered civilian 
employee to perform official domestic travel, a travel request on 
Form 34-5 will be approved by the office or branch chief and forwarded 
to the Chief, Fiscal Section. The Chief, Fiscal Section will approve 
and forward Form 3h-5 to the Travel Unit, Fiscal Section for issuance 
of the necessary travel orders. 
b. After the travel order is prepared and funds to cover the cost of 
travel. have been obligated, the original will be forwarded to the 
traveler or may be picked up by the traveler freuetne Travel Unit, 
Fiscal Section. 
c. To amend a previously issued travel order, a new request should he 
submitted in accordance with the procedure outlined above, If ap~ 
proved, the amended order will be issued and distributed in the same 


manner as the original, 


iQ 


Requests for travel should be initiated sufficiently in advance of 


the commencement of travel so that the Chief, Fiscal Section will 


‘ BN preteens eter pict caieir aay lade i = ae rderacirastened BUTE ri fa PRE NE nity 
.chaye~bhe--reques tv” an ‘nis™ ‘possession at least 48 hours prior to the 


Se eae is to begin. 


‘EFFECTIVE 30 JUNE 1947 cIG ADMINISTRATIVE ORDERS HAVING BEEN RESCINDED ee 
NOT: EFFECTIVE AFTER as JULY 1947 
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3. RELMBURSEMENT FOR TRAVEL EXPENSES 


a. After the completion of a trip, or at the end of each month, the 
traveler will submit his account for travel reimbursement expenses 
48 Standard Form 1012, "Public Voucher for Reimbursement of Travel 
and Other Expenses including Per Diem", This form will. be approved 
administratively by the Branch Chief or his designee and forwarded 
fe in quadruplicate to the Fiscal Section for audit, certification and 
payment. | | 


An administrative audit of Form 1012 will be performed by the Fiscal 


[oO 


Section to determine if the travel was performed as authorized in 

7 3 accordance with Standardized Government Travel ilegulations and perti- 

nent travel order. Any suspensions (deductions) from the amount 

: claimed will be reported to the traveler on an "Administrative Audit 

Difference Statement" together with an explanation, where applicable, 

of the information necessary to sonore a reclaim of the amount previ- 

ously suspended. 

k. TRAVEL SERVICES 

a. It is the responsibility of each traveler to prepare his travel 

voucher in proper form. However, upon request, the Travel Unit, 
Fiscal Section will extend advice and assistance in comnection with 
the preparation of vouchers. The Travel Unit of the Fiscal Section 


will also, when requested, render special services for military and 


naval personnel by making a pre-audit and examination of travel 


vouchers for accuracy and compliance with regulations prior to their 
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submission to the War or Navy Disbursing Officer for payment. 
Bs GENERAL INFORMATION FOR THE TRAVELER | 
ae Examine Orders : 
The traveler should examine his travel order to determine that it 
specifies all requirements including the mode of transportation to 
a used, the period to be covered, and the wiacks to be visited. If 


the order does not provide adequate coverage, an amendment should be 
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b. Maintain Records 
The traveler should maintain accurate records of timo of departure 
from and arrival at different points, and a record of official ex= 
penditures as well as copies of official telegrams and paid rocecipts 
for official expenses when necessary. It is essential that the 
traveler have this information to onable him to prepare a correct 
reimbursement voucher, 
Cc. Purchase of Tickets | 
It is the responsibility of the traveler to ascertain in all cases 
whether or nat through tickets, excursion tickets or reduced rate 
round trip tickets can be secured. The fact that the existence of 


such rates may not have been known to the traveler does not relieve 


him of responsibility of eyeeiiaue the lowest rates. It is essential 
that the traveler purchase a ticket that will adequately cover the 
period of his travel without incurring any unnesessary expense. When 
traveling by common carrier, Government Transportation Requests which 
will be furnished by the Travel Unit, Fiscal Section must be used. 
d. Return Unused Tickets 
Unused portions of tickets should be submitted attached to the travel 
reimbursement account, Standard Forn 1012. 
e. Per Diem | 

The calendar day will be the unit used in computing the per diem 
allowance for continuous travel of more than twenty-four hours. For 
fractional parts of a day at the commencement or ending of such con- 
tinuous travel, one-fourth of the rate for a calendar day will be 
allowed for each period of six hours or fraction thereof. No per 
diem will be allowed when the departure from official station is 
after 8:00 a.m. ‘and the return on the same day is prior to 6:00 p.m., 

or for any absence not exceeding three hours. For the first 60 days 

| of continuous domicile at a temporary post of duty in the U. Se, a 
per Aten allowance not to exceed | "7.00 may be authorized within the 
continental Ue 5. When the period of continuous. domicile extends. ae 


“beyond 60: ‘days, the rate of: allowance ‘shall be reduced ‘to not to. Cr 


“ceed. he 00" ‘per day, which, will continue. vin effect. untal midnight of 
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the date of departure from that point. Any absence of 10 days or 
16 from such temporary post of duty shall not be regarded as af~ 
fecting the continuity of domicile at that point. The effect of 
sick and/or annual leave upon the continuity of the traveler's 
domicile at temporary post of duty shall be administratively deter 
mined in cach case based upon the circumstances surrounding the leave, 
and final authority for such determination shall rest with the bonded 
Certifying Officer who approves the account for paynont. | 
Leave While in Travel Status 

If leave of absence of any kind begtts or termiviates within the 
traveler's preseribed hours of duty, per diem allowance will terminate 
or begin at the same time. Tf the leave of absence does not begin 

or terminate within the travelcr!s prescribed hours of duty, the 
traveler will be regarded as being in subsistence status until mid- 
Night of the last day on which actual service is rendered preceding 
the leave of absence and from 12:01 a.m. of the day on which actual 
Service is resumed. Fractional leave of absence wholly within a day, 
where for half of vie prescribed world hours or less, will be eae 
regarded for subsistence purposes. Where it exceeds half of the 
prescribed working hours, no subsistence will be allowed. 
Advance of Funds 

Advance of official funds to cover the expenses of a vouchered em- 


ployee while in a travel status, can be made only if the emloyee 


executes a Bond of Indemnity. The cost of the premium in securing 


such a bond ($5.00) must be borne personally by the employce. 


FOREIGN TRAVEL 
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Per diem rates will be paid travelers abroad in accordance with the 
rates prescribed in Budget Circular A-7, subject to & deduction of 


15% for each meal and/or lodging purchased by the traveler from the 


military or from another branch of the Government drawing rations 


from the military or to a deduction of 20% for each meal and/or _ 


ee ifn enka ME ae 
aneem bnmenes pee nen be Sos 


Lodging. furnished | to_ “Aim: by the government without char Ce 


a -h- 


‘Approved For Release 2003/03/40 - “CIN: RDP8I: 90728R0001 00050027:0~ 


: a” 
j : 


DP81-00728R000100050027-0 
et a cae dt | 10 : CIA-R | 
‘Teg For Release 2003/03 ‘ 
i b, MINCE ong day is lost on a westward CPOSssing of the Internationa 
Date Line, Per diem Lor ono day will ba deducteg Lrom all trave] 
: 2€Counts when SUCh trayo1 is involved, | : 
A FOR tum DIRECTOR OF CENT RAZ, INTELLIoENGR 
25X1 
25X1A. 
hace oe igs ans ee eee 


